
AGENDA

REGULAR MEETING OF THE CAPE CORAL
CHARTER SCHOOL GOVERNING BOARD

Tuesday, June 13, 2017
Council Chambers

9:00 AM

CALL TO ORDER

1. MOMENT OF SILENCE:

2. PLEDGE OF ALLEGIANCE:

A. Chair Cosden

3. ROLL CALL:

A. Boyer, Campbell, Cosden, Fisher, McMillan, Traiger, Winstead,
Zivkovic

4. APPROVAL OF MINUTES:

5. APPROVAL OF AGENDA REGULAR MEETING:

6. PUBLIC COMMENT:

A. Limited to 3 Minutes per Individual, 45 Minute Total Limit

7. CONSENT AGENDA:

8. SUPERINTENDENT REPORT:

A. Jacquelin Collins

9. CHAIRMAN REPORT:

A. Chair Cosden

10. FOUNDATION REPORT:

11. STAFF COMMENT:

12. UNFINISHED BUSINESS:

13. NEW BUSINESS:



A. OHS Booster Club - John Wilson
B. Charter School Authority FY 2018 Tentative Operating Budget for

Approval - Mary Anne Moniz
C. Approval of Annual Purchase Orders over $50,000 - Danielle

Jensen
D. Approval of Job Descriptions - Jacquelin Collins
E. Vision Committee - Rob Zivkovic
F. Review Charter School Superintendent Applications

14. FINAL BOARD COMMENT AND DISCUSSION:

15. TIME AND DATE OF NEXT MEETING

A. The regular Governing Board Meeting will be held on Tuesday,
August 8, 2017 at 9:00 AM in Council Chambers.

16. ADJOURNMENT:

Members of the audience who address the Board/Commission/Committee shall step up to the speaker's lectern and give his/her full name, address and whom

he/she represents. Proper decorum shall be maintained at all time. Any audience member who is boisterous or disruptive in any manner to the conduct of

this meeting shall be asked to leave or be escorted from the meeting room.
In accordance with the Americans with Disabilities Act and S.S. 286.26, Florida Statutes, persons needing a special accommodation to participate in this

proceeding should contact the Human Resources Department whose Office is located at Cape Coral City Hall, telephone 1-239-574-0530 for assistance; if

hearing impaired, telephone the Florida Relay Service Numbers, 1-800-955-8771 (TDD) or 1-800-955-8700 (v) for assistance. In accordance with Florida

Statute 286.0105: any person who desires to appeal any decision at this meeting will need a record of the proceedings and for this purpose may need to

ensure that a verbatim record of the proceedings is made which includes the testimony and evidence upon which the appeal is based.



Item Number: 13.A.
Meeting Date: 6/13/2017
Item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
OHS Booster Club - John Wilson

SUMMARY: 

ADDITIONAL INFORMATION:



Item Number: 13.B.
Meeting Date: 6/13/2017
Item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Charter School Authority FY 2018 Tentative Operating Budget for Approval - Mary Anne Moniz

SUMMARY: 

ADDITIONAL INFORMATION:

ATTACHMENTS:
Description Type
FY 2018-2020 Proposed Operating Budget Backup Material
FY 2018-2020 Proposed Budget Presentation Backup Material





















































































































































CAPE CORAL  
CHARTER SCHOOL AUTHORITY 
 
FY 2018-FY 2020 
PROPOSED OPERATING BUDGET 
 
JUNE 13, 2017 



FY 2018-2020 
BUDGET HIGHLIGHTS 

• First 3-year Rolling Budget  
• Follow same practice as the City 
• Allow for better planning  
• Assist in making future financial decisions 
 

• Developed with the input from principles, 
internal departments, and outcome of three 
Budget Workshops  

 
• Governing Board will only be asked to approve 

FY 2018 Proposed Operating Budget 
 



FY 2018-2020 
PROPOSED OPERATING BUDGET SUMMARY 

FY 2017 FY 2017 FY 2018 FY 2019 FY 2020

Adopted Amended Proposed Proposed Proposed

Revenue Category Budget Budget Budget Budget Budget

Use of Fund Balance (729,976)$        (461,334)$        (833,474)$        (1,632,972)$     (1,805,880)$     

Committed Fund Balance -                     (1,000,000)       -                     -                     -                     

Operating Fund Balance (4,214,688)       (3,828,722)       (4,589,090)       -                     -                     

Total Balance Forward: (4,944,664)$     (5,290,056)$     (5,422,564)$     (1,632,972)$     (1,805,880)$     

Estimated Revenue:

Intergovernmental (23,598,709)$  (22,260,036)$  (21,838,273)$  (22,371,653)$  (22,755,137)$  

Public Education Capital Outlay (PECO) (749,131)           (867,875)           (582,762)           (850,161)           (850,161)           

Charges for Service (585,400)           (632,400)           (666,450)           (686,073)           (706,283)           

Miscellaneous (304,142)           (277,120)           (182,138)           (162,538)           (136,438)           

  Total Estimated Revenues (25,237,382)$  (24,037,431)$  (23,269,623)$  (24,070,425)$  (24,448,019)$  

     Total Sources: (30,182,046)$  (29,327,487)$  (28,692,187)$  (25,703,397)$  (26,253,899)$  

FY 2017 FY 2017 FY 2018 FY 2019 FY 2020

Adopted Amended Proposed Proposed Proposed

Expenditure by Category Budget Budget Budget Budget Budget

Personnel 16,573,599$    16,455,154$    16,604,296$    17,645,891$    18,277,403$    

Operating 7,502,015         7,518,171         7,260,006         7,780,088         7,738,613         

Capital Outlay 546,165            525,440            238,795            277,418            237,883            

24,621,779$    24,498,765$    24,103,097$    25,703,397$    26,253,899$    

Reserves 5,560,267$      4,828,722$      4,589,090$      -$                   -$                   

     Total Uses: 30,182,046$    29,327,487$    28,692,187$    25,703,397$    26,253,899$    



FY 2018-2020 
PROPOSED ENROLLMENT 

FY 2015 FY 2016 FY 2017 FY 2017 FY 2018 FY 2019 FY 2020

School (FTE) Actual Actual 4th Survey Close Proposed Proposed Proposed

Christa McAuliffe 719.74           743.65           748.51           747.00           746.00           746.00           746.00           

Oasis Elementary 847.14           850.02           855.17           855.00           855.00           855.00           855.00           

Oasis Middle 837.55           830.89           831.06           824.00           835.00           840.00           845.00           

Oasis High 729.00           746.61           718.62           701.00           715.00           720.00           725.00           

     Total: 3,133.43        3,171.17        3,153.36        3,127.00        3,151.00        3,161.00        3,171.00        

VPK (FTE) 40.00             40.00             40.00             40.00             40.00             40.00             40.00             

     Total (with VPK): 3,173.43        3,211.17        3,193.36        3,167.00        3,191.00        3,201.00        3,211.00        
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FY 2017-2018 
PROPOSED STAFFING CHANGES 

 Oasis Elementary 

 Reduction of six (6) Paraprofessional I’s 

 Reduction of two (2) Teachers    

 Christa McAuliffe 

 Reduction of three (3) Paraprofessional I’s 

 Oasis Middle School 
 Reduction of one (1) Paraprofessional I 

 Oasis High School 
 Reclassification of one (1) Teacher to JROTC Instructor 

 Requested addition of (1) Teacher after Proposed Budget was completed  

 Administration 
 Proposed Reclassification of General Support Secretary to Accounts Payable Specialist I 

 Proposed Reclassification of Maintenance Technician to Facilities Manager 

 Proposed Reclassification of two (2) IT Technician Vacant Positions to One (1) Network 
Support Analyst 

 Elimination of one (1) Operations Manager 



FY 2017-2018 
PROPOSED PERSONNEL EXPENDITURES 

 Accounts for 68.89% of Proposed Operating Budget or $16.6 mil; 
includes Base, Add Pays, Sub Pay, FICA, Medicare, Workers’ Comp, 
Benefits, and FRS 

 Base Payroll 

 Includes 2.0% increase for all Staff 

 Add Pays 

 Total $384k  in which $84k is Athletic related for OHS and OMS 

 Health Care 

 Increase of 7.0% or $150k 

 Florida Retirement System (FRS) 

 Budgeted at rate of 7.82%; Increase of $55k – published in July 



FY 2017-2018 
PROPOSED OPERATING EXPENDITURES 

 Accounts for $7.3 Million or 30.12% of Proposed 
Budget 

 Day-to-day costs of running the schools 

 Includes fixed costs such as rent (debt service), electric, 
building insurance, bus lease etc. 

 New Items for FY 2018 

 Painting of All Buildings $177k 

 Media Design OHS $15k 

 Math Program OHS $10k 

 Robotics OHS $9k 

 Textbooks increased over $100k from $138k to $242k due to 
adoption years at CME, OES and OMS 

 Decrease of $484k to building lease associated with refunding 
of bonds  

 



FY 2017-2018 
PROPOSED CAPITAL EXPENDITURES 

 Currently budgeted at $239k and include: 

 Office 365 Migration $28k (replace $15k e-mail server) 

 CME Study $50k 

 Restripe Parking Lots $10k 

 Chromebooks 

 OES, CME, OMS – Phase I $53k 

 OMS and OHS – Phase II $73k   

 Library Books and Scholastic Book Fairs $18k 

 Van $3k 

 GPS System for Transportation $5k 

 



FY 2017-2018 
KNOWN CHANGES/ADDITIONS 

 

 FEFP budgeted using $24.00 additional to student base; 
Special Session approved $100 

 Additional Fund Balance of $245k related to E-Rate 

 

 Add $10k for Steam Table for Food Services at Christ 
McAuliffe  

 Add one teacher to OHS (only ½) 

 

 



CONCLUSION 

 School Administration will be adjusting the FY 
2018-FY 2020 Proposed Budget over the next 
two months 

 Will return to Governing Board in August for 
approval of FY 2017-2018 Adopted Budget 

 Request approval of the FY2017-2018 Proposed 
Operating Budget  

 



Item Number: 13.C.
Meeting Date: 6/13/2017
Item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Approval of Annual Purchase Orders over $50,000 - Danielle Jensen

SUMMARY: 

ADDITIONAL INFORMATION:

ATTACHMENTS:
Description Type
Annual Purchase Orders Over $50,000 Backup Material





Item Number: 13.D.
Meeting Date: 6/13/2017
Item Type: NEW BUSINESS:

AGENDA REQUEST FORM
City Of Cape Coral Charter School Authority

TITLE:
Approval of Job Descriptions - Jacquelin Collins

SUMMARY: 

ADDITIONAL INFORMATION:

ATTACHMENTS:
Description Type
Charter School Accounts Payable Specialist I Backup Material
Charter School Assistant Principal Backup Material
Charter School Facilities Manager Backup Material
Charter School Network Support Analyst Backup Material



 

Charter School  

Accounts Payable Specialist I 
Class Code: 

 

CITY OF CAPE CORAL  

Established Date: June 13, 2017 

Revision Date:  

SALARY RANGE 
 

$11.61 – 22.04 Hourly 
$24,148.80 - $45,843.20 Annually 

 
 
GENERAL STATEMENT OF JOB: 
Under general supervision of the Superintendent, performs professional and complex work in 
the operation of the municipality's Charter School Authority accounts payable activities. 
Exercises sound independent judgment concerning decentralized processing of accounts 
payable transactions by reviewing, correcting and processing payables in the form of check 
requests, purchase orders, employee meal allowances, travel expense reports, employee tuition 
reimbursements and procurement card purchase statements. Performs the accounts payable 
check run. 

Individual(s) assigned to this classification must report to work per their assigned 
schedule. 

SPECIFIC DUTIES AND RESPONSIBILITIES: 
The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by incumbents of this job. Incumbents may be requested to perform 
job-related tasks other than those specifically presented in this description. 

 Receives and reviews invoices processed against check requests, purchase orders, 
purchasing cards, travel cards, meal allowances, travel expense reports, mileage 
reimbursements, refunds and other related documentation for completeness and 
compliance with governmental accounting practices and Redbook. 

 Matches original invoices with check requests, purchase orders, reimbursements, refunds 
and credit card transactions and performs calculations to determine appropriate payment 
amounts, schedules, extensions, approvals and contractual compliance. 

 Verifies that vendor invoices have not been previously paid. 

 Verifies proper coding of the purchase orders, check requests, reimbursements, refunds and 
credit card transactions to the Charter School Authority established chart of accounts. 

 Collaborates with schools in regards to outstanding invoices, inaccuracies and insufficient 
fund balances to ensure accuracy in accounting and completion of assigned tasks. 

 Reviews Purchasing Card transactions. Performs online reconciliation to purchasing card 
bank program and creates import of financial data into the financial software. 

 Balances accounts on computer and invoices with statements. 

 Researches, communicates and resolves problems with vendors, and school departments, 
regarding invoicing issues and ensures timely follow up. 

 Processes manual payments and maintains manual payment register. 



 Work closely with City to ensure weekly check run are completed in a timely manner. 

 Interacts with Accounting, Budget and Procurement Managers regarding cost centers, 
object accounts and the impact of financial information on the general ledger. 

 Interacts with Superintendent and Business Manager regarding invoice payments. 

 Prepares and maintains various accounts payable records and reports. Processes, sorts 
and verifies for accuracy and files and retains various reports, records and other documents 
in accordance with established policies and procedures. 

 Performs other related duties as required. 

 Maintain copies of all purchase orders (PO’s). 

 Create voucher journal report to accompany invoice processed in accounts payable 
batches. 

 Scan invoices and attach to each accounts payable transaction. 

 Process Wright Express, Home Depot, Lowes and any other credit card statements. 
  

ADDITIONAL JOB FUNCTIONS 
 
MINIMUM QUALIFICATIONS: 
Education and Experience 

 Associate's degree from an accredited college or university in Accounting, Business or a 
related field; or High School diploma/GED and two (2) additional years of related 
experience. 

 Two (2) years of experience in accounts payable or an accounting environment. 
 
Licenses or Certifications 

 None. 
 
OTHER JOB REQUIREMENTS 

 None. 
 
PREFERRED QUALIFICATIONS   

 None. 
 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
Knowledge of: 

 Accounting principles and procedures. 

 Report and record maintenance principles and techniques. 

 Alphabetic and numeric filing principles and methodology. 

 Modern office equipment and various computer programs and applications, to include 
Microsoft Word and Excel. 

Skill in: 

 Processing numbers and figures with a high degree of accuracy. 

 Research and analysis. 

 Written, verbal, electronic, and visual communications for effective expression and clarity. 

 Organization, prioritization, and time management. 
 
Ability to: 

 Learn City-wide administrative regulations and Charter School Authority Redbook. 



Procurement policies and procedures; applicable City-wide departmental policies; Personnel 
Ordinance and Collective Bargaining Agreements as required to complete tasks and 
assignments. 

 Originate change orders for purchase orders when needed. 

 Relate to people beyond giving and receiving instructions, to include applying consistent 
courtesy and tact in considerable public contact and/or confrontational situations. 

 Be adaptable to performing under frequent deadlines and/or in response to emergencies. 

 Apply sound judgment and interpretation based on acquired knowledge in circumstances 
where limited standardization exists. 

 Read and interpret various technical materials, ranging from moderate to complex 
terminology, associated with job functions. 

 Research data and information to detect and resolve accounts payable operations and 
accounts payable accounting discrepancies and inaccuracies. 

 Analyze data and prepare journal entries. 

 Adapt to new software packages as needed. 

 Establish and maintain effective working relationships with supervisor, City, and Charter 
School Authority personnel through contact and cooperation. 

 Organize and review work for efficient results and accuracy. 

 Compare and/or judge the readily observable, functional or composite characteristics of 
data, people or things. 

 Read a variety of materials relevant to government, legal and city administration operations. 

 Draw valid conclusions in task processing and prioritization. 

 Communicate efficiently and effectively in Standard English. 

 Record and deliver information, explain procedures and follow oral and written instructions 

 Add, subtract, multiply and divide, calculate decimals and percentages and compute 
discount, profit and loss and ratio and proportion. 

 Inspect items for proper length, width and shape, and visually read various types of 
information.    

 
 
MINIMUM STANDARDS REQUIRED: 
WORK ENVIRONMENT/ CONDITIONS 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
Tasks are performed in a common office environment. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
  
The position is generally sedentary. Employees sit most of the time, but may walk or stand for 
brief periods. Tasks may require some unassisted lifting, carrying, pushing and/or pulling of 



lightweight objects up to 20 pounds. Tasks may require prolonged periods of visual 
concentration or keyboard/mouse use.  
 
Requires the ability to speak, hear (perceive sound) and/or signal people to convey and 
exchange information; differentiate between colors or shades of color; read a variety of 
materials, at times complex; apply principles of rational problem-solving; record and deliver 
information, explain procedures, issue and follow oral and written instructions; and communicate 
effectively and efficiently in Standard English.   

 



 

 

 

 
 

 
Charter School 

Assistant Principal 
 

 

Class Code: 

CHS120010 

CITY OF CAPE CORAL 

Established Date:  03/24/2009 

Revision Date: 06/13/2017 

 

_________________________________________________________________________________________________________ 

 

SALARY RANGE 

$28.85 - $36.06 Hourly 

$2,307.62 - $2,884.62 Biweekly 

$5,000.00 - $6,250.00 Monthly 

$60,000.00 - $75,000.00 Annually 

 
GENERAL STATEMENT OF JOB: 

Under the general supervision of the Principal or designated supervisor, provides leadership 

at the assigned school that ensures continuous improvement in measurable student 

performance and achievement.  Assists in providing managerial leadership in such areas as 

instruction, personnel, curriculum, budget, purchasing, public relations, plant operations, 

food services and transportation that will support high expectations in student performance 

for all students.  Performs related work as required.  

SPECIFIC DUTIES AND RESPONSIBILITIES: 

Provides leadership that will ensure continuous improvement in measurable student 

performance and achievement. 

 

Supports Governing Board policy, State statutes and Federal regulations as they pertain to 

assigned school. 

 

Assists in developing, implementing and evaluating the School Improvement Plan. 

 

Assists with development of the master schedule and assigns teachers according to 

identified student needs. 

 

Observes and evaluates teacher performance as it relates to student learning and provides 

such assistance as needed. 

 

Supervises and monitors the accurate and timely completion of data collection and reporting 

requirements. 

 

Helps develop and implement training opportunities for all school personnel. 

 

Demonstrates interpersonal skills and the skill to work with diverse groups of people. 

 



 

 

Enforces District guidelines for proper student conduct and disciplinary procedures and 

policies, based on the Student Code of Conduct, that assures a safe and orderly 

environment. 

 

Is familiar with and able to execute a school-based crisis plan and provides leadership in the 

event of such happening. 

 

Develops positive school and community relations which includes effective oral and written 

communications to all stakeholder groups. 

 

Participates in the recruitment, interviews and recommendations of qualified personnel for 

employment that reflect racial and ethnic diversity. 

 

Assists in leading staff meetings that involve staff in the discussion of instructional programs 

that focus on student achievement, policy changes, potential problems and resolution of 

existing problems. 

 

Establishes and manages student accounting and attendance procedures at the assigned 

school. 

 

Facilitates maintenance functions, provides for plant safety and facilitates facility 

inspections. 

 

Manages and supervises school sponsored events, coordinates the supervision of events and 

maintains a calendar of all school events. 

 

Communicates through the proper channels to keep appropriate personnel informed of 

impending problems or events of unusual nature. 

 

Participates in building management meetings and other meetings appropriate for 

professional development. 

Assumes full responsibility when the Principal is absent from the building.  

 

Performs other tasks as assigned by the Principal.  

MINIMUM QUALIFICATIONS: 

Master's degree with academic training in educational administration or leadership and valid 

Florida School Principal certification or a valid Florida Educational leadership certificate (or a 

valid School Principal certification from another State with the ability to obtain Florida 

certification within one (1) year of hire) required; supplemented by a minimum of three (3) 

years of successful teaching experience; Must be able to demonstrate mastery of the Florida 

Principal Competencies and have thorough knowledge of Sunshine State Standards 

regarding education within one (1) year of hire;  or other qualifications as the Board may 

find appropriate or acceptable.  

ADDITIONAL MINIMUM QUALIFICATIONS REQUIRED: KNOWLEDGE, SKILLS, AND 
ABILITIES: 

Has general knowledge of report and record keeping principles and techniques.  

 

Has general knowledge of business mathematics.  



 

 

 

Is skilled in both written and oral communications for effective expression and clarity.  

 

Is able to utilize a variety of modern office equipment, i.e., computers, facsimile machines, 

and copiers.  

 

Is able to establish and maintain effective-working relationships with supervisor, support 

staff and other departments position interacts with.  

 

Is able to organize and review work for efficient results and accuracy.  

 

Is able to perform duties with consistent courtesy and tact in the best interest of the public.  

 

Is able to issue and follow oral and written instructions.  

MINIMUM STANDARDS REQUIRED: 

Physical Requirements: Tasks involve some walking, standing; some unassisted lifting, 

carrying, pushing and/or pulling of light weight objects up to 20 pounds. Tasks may involve 

extended periods of visual concentration.  

 

Data Conception: Requires the ability to compare and/or judge the readily observable, 

functional, structural or composite characteristics (whether similar or divergent from 

obvious standards) of documentation, accounting, and applications.  

 

Interpersonal Communication: Requires the ability of speaking and/or signaling people to 

convey or exchange information. Includes giving and receiving instructions, assignments or 

directions.  

 

Language Ability: Requires the ability to read a variety of materials relevant to municipal 

policy, procedure, and ordinance. Requires the ability to communicate with numerous 

individuals from a broad array of backgrounds.  

 

Intelligence: Requires the ability to apply principles of rational systems; to solve practical 

problems and deal with a variety of concrete variables in situations where standardization 

exists.  

 

Verbal Aptitude: Requires the ability to record and deliver information, to explain 

procedures, to issue and follow oral and written instructions. Must be able to communicate 

effectively and efficiently in Standard English.  

 

Numerical Aptitude: Requires the ability to add, subtract, multiply, and divide; calculate 

decimals and percentages.  

 

Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and 

shape.  

 

Motor Coordination: Requires the ability to coordinate hands and eyes in utilizing modern 

office equipment.  

 

Manual Dexterity: Must have minimal levels of eye/hand/foot coordination.  

 



 

 

Color Discrimination: Requires the ability to differentiate between colors and shades of 

color.  

 

Interpersonal Temperament: Requires the ability to deal with people beyond giving and 

receiving instructions. Includes considerable public contact, and potential confrontational 

situations.  

 

Physical Communication: Requires the ability to talk and hear: (Talking: expressing or 

exchanging ideas by means of spoken words. Hearing: perceiving nature of sounds by ear.)  

 

Environmental Requirements: Tasks are generally performed without exposure to adverse 

environmental conditions.  

 



 

Charter School Facilities Manager 
Class Code: 

CHS 171000 

CITY OF CAPE CORAL  

Established Date: June 10, 2008 

Revision Date: June 13, 2017 

SALARY RANGE 

 

$23.08 - $28.85 Hourly 

$1,846.15 - $2,307.69 Biweekly 

$4,000.00 - $5,000.00Monthly 

$48,000.00 - $60,000.00 Annually 
 

 

GENERAL STATEMENT OF JOB: 

Under the general supervision of the Superintendent, Charter School Facility Manger will 

supervise the Maintenance Staff and will ensure the maintenance and repair of all Charter 

School facilities.  

 

Individual(s) assigned to this classification must report to work per their assigned 

schedule. 

SPECIFIC DUTIES AND RESPONSIBILITIES: 

Maintains the environmental systems of the Charter Schools in a safe and cost effective 

manner. 

 

Review and become familiar with all construction drawings for the facility. 

 

Develops and maintains departmental budgets to ensure materials, equipment and capital 

improvements are identified, maintained and replaced as needed.  

 

Ability to trouble shoot and repair sewer, water equipment and distribution systems. 

 

Ability to trouble shoot and repair electrical equipment, panels and distribution system. 

 

Ability to trouble shoot and repair heating, ventilating, and air conditioning (HVAC) systems 

including; DX systems, air handlers, condensers, chillers, water pumps, compressors, coils, 

VAV boxes and control equipment. 

 

Ability to trouble shoot and repair fire alarm, fire suppression, safety and security 

equipment and systems. 

 

Maintain records on all equipment and systems, including HVAC, alarms, etc.  

 

Administers and monitors other related maintenance contracts. 

 

Meets with appropriate vendors and subcontractors.  

 

Performs related work as deemed necessary by administration.  



Maintain inventory of all tools and equipment. 

 

ADDITIONAL JOB FUNCTIONS 

 

MINIMUM QUALIFICATIONS: 

High School diploma or GED required; supplemented by two (2) years vocational training 

that provides broad knowledge of various types of HVAC equipment and/or electrical and 

plumbing to include diagnosing malfunctions, providing preventative maintenance and 

performing moderately complex repair on equipment. Five (5) years minimum experience 

maintaining building systems for a similarly sized commercial office or school complex.  

 

SPECIAL REQUIREMENTS: 

Must possess a valid state driver’s license and obtain a valid Florida driver’s license within 

30 days of hire for travel between facilities.  

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

Has thorough knowledge of the skills and processes employed in maintaining an extensive 

facilities maintenance program. 

 

Has considerable knowledge of the principles and practices of report preparation and record 

maintenance. 

 

Is skilled in oral communications for effective expression of concepts and clarity in task 

assignment. 

 

Is able to utilize various modern computer applications. 

 

Has knowledge of effective supervisory principles and techniques. 

 

Is able to establish and maintain effective relationships with employees, supervisor, and the 

general public. 

 

Is able to organize and review work for efficient results and accuracy. 

 

Demonstrated ability to work with diverse groups.  

 

MINIMUM STANDARDS REQUIRED: 

Physical Requirements: Tasks involves the regular, and at times sustained, performance of 

heavier physical tasks such as walking over rough or uneven surfaces, bending, stooping, 

working in confined spaces, some unassisted lifting, carrying, pushing and/or pulling of 

moderately heavy objects up to 50 pounds. Tasks required prolonged visual concentration 

and prolonged standing.  

 

Data Conception: Requires the ability to compare and/or judge the readily observable, 

functional, or composite characteristics (whether similar to or divergent from obvious 

standards) of equipment, facilities, and programs.  

 

Interpersonal Communication: Requires the ability to speak and/or signal people to convey 

or exchange information. Includes giving and receiving instructions, assignments and/or 

directions.  

 



Language Ability: Requires the ability to read a variety of materials relevant to government, 

legal, and city administration operations. Requires the ability to comprehend and utilize 

various professional terminologies, i.e., engineering, legal, accounting, and personnel.  

 

Intelligence: Requires the ability to utilize short and long range planning principles and 

methods. Requires the ability to prepare and manage complex budgetary allocations. 

Requires the ability to draw valid conclusions in task analyzing, processing and 

prioritization. Requires the ability to apply principles of rational systems, influence, and 

synthesis functions.  

 

Verbal Aptitude: Must communicate efficiently and effectively in Standard English. Must 

speak with poise, confidence, and voice control.  

 

Numerical Aptitude: Requires the ability to add, subtract, multiply and divide; calculate 

decimals and percentages; compute discount, profit and loss, ratio and proportion; interpret 

graphs.  

 

Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and 

shape, and visually read various information.  

 

Motor Coordination: Requires the ability to coordinate hands and eyes accurately in 

handling, sorting, and filing documents.  

 

Manual Dexterity: Requires the ability to utilize a variety of modern office equipment. Must 

have minimal levels of eye/hand/foot coordination.  

 

Color Discrimination: Requires the ability to differentiate between colors or shades of color.  

 

Interpersonal Temperament: Requires the ability to deal with people from a variety of 

departments in both giving and receiving instructions. Must be able to perform under stress 

of frequent deadlines.  

 

Physical Communications: Requires the ability to talk and/or hear: (talking: expressing or 

exchanging information by means of spoken words; hearing: perceiving nature of sounds by 

ear).  

 

Environmental Requirements: Tasks may require frequent exposure to adverse 

environmental conditions, e.g., dirt, cold rain, fumes. Tasks may require infrequent 

exposure to chemicals, heat, humidity, wetness, dust, and noise. 

 



 

Charter School  
Network Support Analyst 

Class Code: 
CHS 173000 

CITY OF CAPE CORAL  

Established Date: 06/10/2008 

Revision Date: 06/13/2017 

SALARY RANGE 
$21.11 - $33.07 Hourly 

$1,688.80 - $2,645.60 Biweekly 
$3,659.07 - $5,732.13 Monthly 

$43,908.80 - $68,785.60 Annually 

 

 

GENERAL STATEMENT OF JOB: 
Under the general direction of the School Principal/Superintendent this is a technical and analytical 
position responsible for the overall operation, maintenance, administration, and integration of the Charter 
School Network, installing and repairing computer equipment/software and peripheral, and phone switch. 
This will include daily and monthly backups. Track work orders and time. Provide quotes for purchases of 
new equipment or software to management.  

Individual(s) assigned to this classification must report to work per their assigned 

schedule. 

SPECIFIC DUTIES AND RESPONSIBILITIES: 
Coordinates with ITS Network Administration as required in maintenance of school based wiring plans 
and network documentation.  
 
Uses appropriate equipment to isolate and replace faulty data wiring, network equipment and related 
technologies.  
 
Assists in network equipment installation & upgrades – e.g. routers, switches, server upgrades/ updates.  
 
Develop work order system to monitor service requests to ensure problem resolution and documentation 
– update work order system.  
 
Develop disaster recovery plan. 
 
Maintain inventory of all equipment. 
 
Establishes and maintains data communication support systems.  
 
Installs and troubleshoots Windows based network/work station operating systems and hardware.  
 
Installs & troubleshoots server and client based application software including the instructional and 
administrative applications required by the school. (Additionally the cafeteria Point of Sale System).  
 
Assists educators in planning for and in using technology in the instructional program.  
 
Manages the implementation of standard inventory, maintenance, and disaster recovery procedures for 
resources.  



 
Provides staff with information about new technology developments in their specific area of responsibility 
through research and recommends specific hardware and software that complement and support a 
diversity of instructional techniques.  
 
Assists in the development of the school technology plan.  
 
Participates in staff development training to update skills and such other inservice that may be provided 
by the City ITS Department, including technology seminars, conferences, and workshops relevant to the 
Charter School system’s technology objectives.  
 
Recommends budget requirements and provide purchase order information for an effective school 
technology plan.  
 
Performs other duties as assigned.  
 
May be required to operate a motor vehicle in performance of assigned tasks.  
 

ADDITIONAL JOB FUNCTIONS 

 

MINIMUM QUALIFICATIONS: 
High School Diploma or GED required. A+ and Network + Certifications from college or technical school; 
or two years related experience and/or training; or equivalent combination of education or experience. 
Experience in troubleshooting microcomputer hardware configurations and application installation and 
maintenance. Experience in network Microsoft Server Administration. Ability to communicate clearly and 
work well with both technical and non-technical personnel. Knowledge of a variety of hardware and 
software platforms and technology trends that impact education. Must possess a valid state driver’s 
license and obtain a valid Florida drivers license within 30 days.  

 

KNOWLEDGE, SKILLS, AND ABILITIES: 
Tasks involve some unassisted lifting, carrying, pushing and/or pulling of moderately heavy objects up to 
50 pounds. (such as monitors and UPSs).  
 
Skill in organization and interpretation of procedures.  
 
Interpersonal skills necessary for providing effective in service that encourages effective use of 
technology. 
 
 

MINIMUM STANDARDS REQUIRED: 

Physical Requirements:  Tasks are essentially sedentary, with some unassisted lifting, 

carrying, pushing and/or pulling of lightweight objects up to 20 pounds. Tasks may require 

prolonged periods of visual concentration. 

 

Data Conception:  Requires the ability to compare and/or judge the readily observable, 

functional, structural or composite characteristics (whether similar to or divergent from 

obvious standards) of documentation, accounting, and applications.  

 

Interpersonal Communication:  Requires the ability of speaking and/or signaling people to 

convey or exchange information.  Includes giving and receiving instructions, assignments or 

directions. 

 

Language Ability:  Requires the ability to read a variety of materials relevant to municipal 



policy, procedure, and ordinance.  Requires the ability to communicate with numerous 

individuals from a broad array of backgrounds. 

 

Intelligence:  Requires the ability to apply principles of rational systems; to solve practical 

problems and deal with a variety of concrete variables in situations where standardization 

exists. 

 

Verbal Aptitude:  Requires the ability to record and deliver information, to explain 

procedures, to issue and follow oral and written instructions.  Must be able to communicate 

effectively and efficiently in standard English. 

 

Numerical Aptitude:  Requires the ability to add, subtract, multiply and divide; calculate 

decimals and percentages.  

 

Form/spatial aptitude:  Requires the ability to inspect items for proper length, width and 

shape. 

 

Motor coordination:  Requires the ability to coordinate hands and eyes in utilizing modern 

office equipment. 

 

Manual Dexterity:  Must have minimal levels of eye/hand/foot coordination.  

 

Color Discrimination:  Requires the ability to differentiate between colors or shades of color.  

 

Interpersonal Temperament:  Requires the ability to deal with people beyond giving and 

receiving instructions.  Includes considerable public contact, and potential confrontational 

situations. 

 

Physical Communication:  Requires the ability to talk and/or hear:  (Talking: expressing or 

exchanging information by means of spoken words.  Hearing: perceiving nature of sounds 

by ear).  

 

Environmental requirements:  Tasks are generally performed without exposure to adverse 

environmental conditions. 
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